
  
UCR Help – Editing a Supplement to the Return A 

 

 
All agencies are asked to complete a Supplement to the Return-A Report on a monthly basis after creating a Return-A 
report.  The Supplement requires that a value be established for property stolen and recovered in each Crime Index 
category except aggravated assault.  It is necessary to create a Return-A report for the month being reported before 
creating any supplemental reports for that month. 
 
The following steps should be followed to edit a Supplement to the Return A: 
 

1. At the UCR Welcome Screen, click “Enter UCR”.  Before an individual can access the UCR 
website or create a new report, the agency and the agency’s designated users must be registered with the 
MSHP UCR Program Office.  After registering, they must be approved by the MSHP UCR Program staff.  
Once approved, the agency’s authorized users can submit monthly UCR data to the central repository 
through the website.  For more information on this subject see Registration. 

 
2. Enter User Name and Password.  To enter the UCR website, an individual will need to enter the User 

Name and Password assigned to them by the MSHP UCR Program staff.  Type the letters just as they were 
assigned to you, as the user name and password are case sensitive. If your User Name was registered as 
“BILL” and you type “Bill” the system will not accept your user name. You must type it exactly as 
registered.  

 
Note: The User Name and Password are assigned to authorized users at the agency by the MSHP UCR 
Program staff. The user name and password used for accessing the UCR website may be different than 
those used to access the computer or network at the agency.  
 
After successfully entering your user name and password, you will be taken to the UCR Homepage (shown 
below.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



All reports (forms) previously submitted to the UCR Program Office are displayed in the “Reports By Date” 
window (shown above). The reports are listed by date with the completion and approval status indicated.  
 
 The completion status indicates whether or not a monthly UCR package (Return A and required 
supplemental reports) have been submitted to the UCR Program Office. The approval status indicates 
whether or not the UCR package has been reviewed for correctness by staff at the UCR Program office. 
Pending indicates that a report is waiting to be reviewed by staff at the UCR Program Office. Once 
approved, the approval status will indicate “Approved”. The Return A is considered completed when the 
completion status is “Complete” and the approval status is “Approved”.  

 
3. A list of available Return-A forms will be displayed in the Reports by Date window on 

the UCR homepage (shown below.)  Locate and double click on the Supplement to the 
Return-A that requires modification.  

 

 
4.   Click the “Edit”
 

 
5.   Make the neces
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• The number of actual offenses entered in the Forcible Rape Section (row 20) of the Supplement must 
equal the number of actual offenses entered in the Forcible Rape Total field (row 20, column 4) of the 
Return-A. 
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• The number of actual offenses entered in the Robbery Section (rows 31-37) of the Supplement (shown 

below) must equal the number of actual offenses entered in the Robbery Total field (row 30, column 4) 
of the Return-A. 
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• The number of actual offenses entered in the Larceny Section (rows 61-63) of the Supplement must 
equal the number of actual offenses entered in the Larceny-Theft Total field ( row 60, column 4) of the 
Return-A. 
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6.   When you have completed entry of the supplemental data, click the “Zero-fill Remaining 
Fields” button, located at the bottom of the page. Before a report can be submitted to the 
UCR Program Office all the fields must contain a value. To ensure all fields have a value, 
a user should click the “Zero-fill Remaining Fields” button. This automatically puts a zero 
in all empty fields.   

 
 
7.   After completing all modifications, click the “Submit” or “Submit & Review” button to 

submit the form. The  “Submit” button returns you to the UCR Homepage.  The “Submit 
& Review” button returns you to the Return-A allowing you to view the changes.  Either 
button will allow data to be saved. 

 
8.   You will be prompted with the message ”Are you sure you want to save this form to the 

UCR database?” Click “Yes” to submit your changes or click “Cancel” to return to the 
Supplemental Return – A and make further modifications. 

   

 
 

NOTE: If any of the validation requirements mentioned in step 5 are not met, you will not be allowed to 
submit the form.  An error message, such as the one that follows, will be displayed describing where the 
discrepancy is located.  If you receive a message such as this, click “OK”, locate and fix the error, and 
resubmit the form. 
 

 
 

9.   If you chose the “Submit” button and the Supplemental Return – A was submitted without 
error, the message “Your Document has been saved!” will appear and you can continue to 
the next form by clicking “Click Here” and selecting the next form from the table at the 
bottom of the Return – A Form. If you see a message indicating your Supplemental Return 
– A was not successfully saved, note the reason given and click the “Click here to return 
to your Supp A form” link. Make the necessary changes to your Supplemental Return – A 
Form and resubmit. 

 
If you chose “Submit & Review” and the Supplemental Return-A was submitted without 
error, you will be returned to the Supplemental Return-A form where you can review 
submitted modifications and make any further changes that may be necessary.   
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